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1is% of Office of the Comptroller "Temporary Files® of Appsrent
—TFistorical Value

X1A

: bers below refer to RM Staffts “Records Control Scheduls,”
of 1l Nov, 1956 and comments are based on RM's description of
-] 88 ¢

| : the Comptroller
%14 . M as of L Nov, 1956}

X1A Office of Compiroller Records Imwentory Schedule [

9« ®Weekly Activity and Production Reports,” July 19Sh-Dec. 1955.
1 £4. Reports submitted by each Division and Staff. Used for persemnel
and management purposes. Filed by type of report and chrono. Destroy
after 5 vears. '

17. "Summary Tsble of Organization Analyses ledger," FY 5156, .1 ft.
Handposted summary of T/0 changes by fiscal year and organization
componente Destroyed when no longer used.

26, "Regulation Case Files," 1953-1956. 5 ft. Proposed regulations,
and correspondence pertaining to comments snd concurrences. Destroy 6
months to 2 years after issuance of regulation.

27+ "Procedure Case Files," 1953-1956. 1.5 ft. Temporary as in
Foe 26, sboves
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List of Office of Security "Temporary Fllea" of Appsrent Historical
Value

ra below refer to RM Staff's "Records Control Schedule,®
of 24 June 1954 and comments are based on EM's description of
the files.

Office of Security
(Sheffield Edwards, as of 2L June 1954)

3. "Convenience File (Reading),"™ nc dates, 0,2 feet. Filed chrono.
Tempo., Destroy when 1 year old.

(The Administrative Staff files include such subjects as: revolving funds,
confidential accounting fils on deep covert expenditures, fisld office file, etc.)

Security Control Staff

33, "Convenience File (Reading),® 19L8-195h. .2 ft. Filed chronc.
Tempo. Destroy when 1 year cld. Cut off each year; destroy 1 year thers«
after. (Not destroyed at tims that schedule was signed off,)

(This Staff has_files ons llaison contscts findividusls clsared for contacts
with the Agency/, case control file)

Inspection Division

42. "Convenience File (Reading},® 1950-195L, 0.6 foot. Tempo. Destroy
when 1 year old.

Security Divisien

L8. "Comvenience File (Reading)," 19L7-195L. 6.6 linear ft. Tempo.
Destroy when 1 year old.

Physicsl Security Prench

58. *"Branch Subject Files,® 1947-195L. 26.5 linear ft., Material per-~
talning to safeguarding clsssified information and material from loss or
compromise; safeguarding Agency installations; security control of visitors 3
issus and use of identification badges; and operation of a guard organigation.
Filed alphabetically by subject. Tempo. 1~3 formula.

Personnel Security Branch

Th. *Branch Subject Files,” 1945-195k, 1l.6 linear ft. Papers on
issuing security clearances, including the determination of the Bcope of overt
security investigations, and appraisal of the resultant
investigative reports. Filed alphabstically by subject. Tempo. l=3 formula.

{Security case files. Disposal not suthorized. The main file consists of
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Speclal Security Division

Support Dranch

93, "Branch Subject File,” 1953195k, 0.5 linear feet.
development
activities. Filed alphabetically by subject, Tempo. 1=3.

Papers on
s and other

Operations Braneh

95. T"Branch Subject File,"” 19L9~195L. 5.0 linear ft. Papers on
personnel securlty investigations, covert personnel security guidance. Tempo.
Destroy when 3 years old.
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List of Medical Staff "Temporary Files" of Apparent Historicsl Value

Note: Numbers below refer to RM Staffts "Records Control Schedule,® I
of 17 August 1956 and comments ere based on HM's description of the files.

Medical Staff
Administrative Support Division
S« "Division Subject Files,® 1955~1956. L.L cubic feet. Records
collected for sdministrative snd planning purposes. Memos, studies, reports,
and other documents pertaining to recrultment, rotation and terminatlion of
medical personnel, space,; security, caresr service, minutes of meetings.
Files according to &gency File Manual, Tempo. Desiroy after 3 years.

Supply Branch

13. "Branch Subject File," 1954-1956. 2.0 feet. Papers pertaining
to requisitions, forecasts of medical supplies, coples of contracts, security
reports of field trips, property turn in reports. Flled according to Agency
File Msnual, Tempo. Destroy after 3 years.,

Technical Services Division

32. "Division Sybject Files,* 1952-1956, 2.3 cubic feet. Papers on
preventive heslth program, canducting physical sxaminations, rendering
emergency treatment, and developling standards for evaluation of physical
fitness reports and to melintain a program of consultative services. Flled
according to Agency File Msmusl. Tempo, Destroy after 5 years.
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List of Logistics "Temporary Files" of Apparent Historical Value

Notet Numbers below refer to RM Staff's "Records Control Schedule,"
B 18 Dec. 1956 and corments are bassd on RM's description
of the files.

Office of Logistics
{James A. Garrison, Director of L., as of 20 Dec. 1956)
Administrative Staff

7h. "Planning Staff Subject File,® 1953«1957. 6.k cubic feet. Papers
re providing logistical annexes to operatiocnal elsments; logistlcal planning;
conducting continuing coordination with opsrational elements of the Agency to
furnish advice and assistance on logisticel matters liaison with Dspartment of
Defense and other government agencles, Memwm letiers, reports, charts, and
forms, Prior to 1953 each achtion wes assigned a numerical project number for
£iling and cross referencing. Filed according to Agency Fils Msnual. Temporary.
Cut off esch ye&r; retain in current file one year; iransfer to Records Center,
destroy 5 years thereafter.

Printing Services Division

2. "Subject Correspondence Files,* 1953-1956. 2.0 cubic feet. Memos,
letters, reports, studies, charis, and various forms used in administering the
personnel and operstions of the Division. Filed according to Agency Subject
File Manuel. Temporary. Destroy after 5 years.

Procurament Division
1. “Subject File," 1953~1956. 3.8, Temporary. Destroy after 5 years.

11, *Convenience File,* FY 1956, Filed chrono, Temporary. 0.l cu. ft.
Destroy after one year.

Real Estnte and Construction Division
Conatruction Enginsering, Acquisition & Utilitles Engineering Branches

1. "Subject,” 1952-195&. 2.0 cu. ft., Papers on design and comstruction
of Agency owned properiy and facilities; installation of utilitles; acquisition
of real estatej space planning procurementj and bullding maintenance and service.
Memoe, letters, reports, travel documents, mlnutes, etc. Flled according to
Agency subject filing system. Temporary. Destroy after S years.

2. ‘“Chronologicsl File," 1953~1956. 1.0 foot. Used as cross reference
when the neme of place or prolect cannot be used in telsphone conversation.
Chrono. by Pi.— Temporary. Destroy after 3 years,

12. *“Subject Files," 1952-1956. 0.8 cubic foot. Contains memos, letters,
procedures, directives, etc. Filed by subject. Temporary, Destroy after
5 years. Cut~off every 2 years. .~ -

HS/HC- 1572
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Space, Maintenance and Facilities Branch

14, "Subject Files,® 1952=1956. 3.6 cubic feet. Mamos, letters, reports,
schedulss, procedures, GSA docuwents assigning space to the Agency, stc. Filed
by Agency subject filing system for FY 54 and 55. Temporary. Destroy afier
5 years. Cut=off at end of FY; retain 1 year and retire to Records Centar.

Supply Division

ahie $-—cablesy-dnventory listﬂ.ngsag%
' ut:i.on recorda, smk. 1danbif1c&tion records,

{
N

R R E———

-~ 1., “Subject Files," no dates. 5.0 cubic feet. Temporary. Destroy
after 5 years. Cut-off each cal. yeer; retain 1 year and retire to Records Center.

19. “Correspondence Files," no’dates. 2.5 cubic feet. Filed by subjects
selected by the Brench, Teuporary. Cut off at end cal. year; retain 1 year,
retire to Records Center and destroy 2 years thereafter,

5. ¥Branch Correspondence,” no dates. 0.0 cubic foot. Temporary.
2+2 formula.

Supply Operations Branch

k9. "Subject Files," no dates. 5.0 cubic feet. Temporary. 1=5 formula.

| Transportation Division
‘ Planning and Control Staff

| 2. “Subject Files," 1953-1956. 2.0 cubic feet. Temporary. le3 formula.

e e een Notes by HFG
IIE;/IIC- \9” -2 - 7 Avg. 1958
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Special Security Division

Support Branch

ﬁégn:&i;;mh Subject File,” 1953-195k, 0.5 linear fe aners on
‘sotivities, riiNEN |
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List of Medical Staff "Temporary Files® of Apparent Historical Value

Note: HNumbers below refer to RM Staff's "Records Control Schedule s No. 35«55
of 17 August 1956 and comments ere based on RM's description of the files.

| Medical Staff

Administrative Support Division

| 5. "Division Subject Files," 1955-1956. L.k cubic feet. Records

1 collected for administrative and planning purposes. Memos » 8tudies, reports,
| and other documents pertaining to recruitment, rotation and termination of

| medical personnel, space, security, career service » minutes of meetings.
Files sccording to Agency File Manusl. Tempo. Destroy after 3 years.

Supply Hranch
13. “Branch Subject File," 195k-1956. 2.0 feet. Papers pertaining
to requisitions, forecasts of medical supplies s coples of contracts, security

reports of field trips, property turn in reports. Filed according to Agency
File Manual. Tempo. Destroy after 3 years.

25X14

Technical Services Division

32. "Divieion Subject I'iles," 1952-1956. 2.3 cubic feet. Papers on
preventive health program, conducting physical examinstions » rendering
smergency treatment, and developing standards for evaluation of physical
fitness reports and to maintein a program of consultstive services. Filed
according to Agency File Manusl. Tempo. Destroy after 5 years,

1
b
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List of Logistics "Temporary Files™ of Apparent Historical Valus

Note: Numbers below refer to EM Staff's "Records Control Scheduls,F
of 18 Dec. 1956 and corments are based on RM'a description
of the files.

Office of Logistics
(James A. Garrison, Director of L., as of 20 Dec. 1956)
Administrative Staff

7h. ©"Planning Staff Subject File," 1953«1957. O.L cubic feet. Papers
re providing logistical annexes to cperational slemenis; logistical planning;
conducting continuing coordination with operational elements of the Agency to
furnish advice and assistance on loglstical matiers lisison with Dspariment of
Defense and other governmenl sgencles. Memcg letters, reports, charts, and
forms. Prior to 1953 each action was assigned a numerical project number for
filing and cross referencing, Flled according to Agency Flls Mspual. Temporary.
Cut off sach year; retain in current fille ons year; transfer to Records Gont-er,
destroy 5 years thereafter.

Frinting Services Division

2. "Bubject Correspondence Files,” 1953-1956. 2,0 cubic feet. Memos,
letters, reports, studies, charts, and various forms used in administering the
personnel and operations of the Division. Filed according to Agency Suybject
File Manual., Temporary. Destroy after © years.

Procuremant Division
1. 9Subject File," 1953-1956. 3.8. Temporary. Destroy after 5 years.

11, "Convenisnce File,® FY 1956, Filed chrono. Temporary. 0.1 cu. Tt.
Destroy after one year,

Real Estate and Construction Division
Construction Engineering, Acquisition & Dtilities Engineering Branches

1. “Subject," 1952-1958. 2.0 cu. ft. Papers on design and comstruction
of Agency owned property and facilitliess installation of utilities; acquisition
of real estate; space planning procurement; and building maintenance and service.
Memos, letters, reports, travel documents, minutes, etc. Filed according to
Agency subject filing syetem. Temporary. Destroy after S years.

2. "Chronological File," 1953-1956. 1.0 foot. Used as cross reference
when the name of place or project cannct be used in telsphone conversation. 25X1£
Chrono. by FI. Temporary. Destroy after 3 years.

... Approved For Release 2002/0: IO4 CIA-RDP84-00161R000100050027-6
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Space, Maintenance and Facilities Branch

1. "Subject Files," 1952-1956. 3.6 cubic feet. Memos, letters, reports,
schedules, procedures, GSA documents assigning space tc the Agency, etc. Filed
by Agency subject filing system for FY Sk and 55, Temporary. Destroy after
5 years. Cut-off at end of FY; retain 1 year and retirs to Records Center.

Supply Division

i
4
i

\

property transatiay registers, distribution records, stock identification records,

1. "Subject Files," no dates. 5.0 cubic fest. Temporary. Destroy
after 5 years. Cut-cfl each cal. yesr; retasin 1 year and retire to Records Center.

I 25X14

i9. “Correspondence Files," no dates. 2,5 cubic feet. Filed by subjects
selected by the Branch. Temporary. Cubt off at end cal. year; retain 1 year,
retire to Records Center and destroy 2 years thereafter.

LS. “Branch Correspondence,” no dates. 0.0 cubic foot. Tenporary.
2-2 formula.
Supply Operations Branch
L9. "Subject Files,” no dates. 5.0 cubic feet. Temporary. 1=5 formula.

Transportation Division
Flanning and Control Staff

2. ¥3ubjJect Files," 19531956, 2.0 cublc feet, Temporary. 1-3 formula.
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List of General Counsel "Temporary Files" of Apparent Historical Value
Office of the General Counsel

B /cxin. Officer as of 2l Sept. 1957)

L. "GConvenience File (Reading),” 195L to date. 1.8 cubic feet, Tempo.
but disposal not authorized at this time. Filed chrono.

16. *"Convenience File," 1951 to date. 3.0 cubic feet. Tempo. but

disposal not suthorized. Cub off at end of each year; transfer to Hecords
Center when 3 years cld,

Note: Numbers above refer to RM Staff's "Records Control Scheduls o "
ﬁot 2k Sept. 1957 and comments are based on RAM's description of
2o

' H F
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